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Summary of Procedures
Office of Administration

This packet will provide you the core information you will need to utilize the rooms and services offered
here at Concord. The campus facility exists to provide meeting rooms and accommodations for ministry
and community related events. There are seven (8) critical procedures each Ministry Leader should be

familiar with to equip you in responding to member inquiries and to assist you in achieving your ministry

goals. They are:

1. Room Requisition & Event Checklist — This is a two-sided form that is used to request any
room on the church campus, including the kitchen, the church grounds and the softball field.
Room Requests should be submitted at least three to ten (3-10) business days (based upon
room/area requested) before the room event date. All room requests are subject to availability.
The common room set-ups are on the back of the form. If you prefer a different set-up, attach a
diagram to your request.

a. Section 2 - includes the checklist for Room Set-up and Audio Visual (AV) request for
microphones, projectors and other multi-media support for ministry events. When
completing this section feel free to attach details with our request. All video requests
must be submitted through the Marketing department.

b. Section 3 - includes an Event Checklist to assist you in ensuring all ministry support

needs have been addressed.

2. Announcement Requisition Form — This form is used to request verbal, video, pastoral or

personal pulpit announcements. Announcements should be written or presented the way you
want them to be delivered. Your announcement may be modified to accommodate space and/or
time limitations. All announcement requests must be submitted to your assigned Staff

Pastor/Director by the 15" of the month preceding the upcoming month. (Example:

Announcements for the month of July must be submitted by June 15™.) Upon approval, it
will be forwarded to the Marketing Department. The Marketing Department will determine the
best way to promote your event. We do not announce ministry meetings. If it is submitted late,
there is no guarantee that the announcement will be included in the upcoming month
rotation. Marketing sends a monthly schedule, as well as a weekly schedule to the Staff.

Your Staff Pastor/Director is responsible for making sure you receive this information.
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3. Creative /Print Request Form — This form is used to request assistance in designing collateral

and marketing materials for Concord Church and Ministry events to be publicized to the church
membership and its surrounding communities. Concord’s Design/Marketing Ministry is available
to assist ministries in marketing events through various media forms. This includes print, fliers,
brochures, e-mail blasts, and press releases, along with radio and TV coverage when appropriate.
Before requesting marketing support, you should know your targeted audience, event theme,
preferred colors and any other key details that will help the Creative Design/Marketing Ministry
provide solutions that will effectively advertise your event. Before Concord’s Creative
Design/Marketing Ministry can provide assistance, you must have your Staff Pastor’s approval

and an authorized budget.

4. Sunday Morning Transportation to Church - Requests for rides to and from the church should

be made by having the member/guest call the Church Receptionist at 214 331-8522 by Thursday
— Noon. The Receptionist will need their name, address, phone number, Service they will attend
(8am, 10am or Noon), the number of riders and the main cross streets. Transportation is provided
for the general areas surrounding Concord. These include Oak Cliff, Lancaster, DeSoto, Cedar
Hill Duncanville, West Dallas and South Dallas/Fair Park. At this time, the church vehicles do

not pick up in extended areas such as North Dallas, Garland, Plano, Irving, Grand Prairie, etc.

5. Vehicle Use Request - Requests to use the church vehicles for ministry related outings are

limited to a 100 mile radius of Concord Church. Please make your request to your Staff
Pastor/Director at least seven (7) days before your travel date. All requests are subject to the
approval of the Office of Administration or the Director of Facilities and the availability of
Transportation Ministry drivers. All van drivers must have a current driver license and a CDL
license is MANDATORY to drive the buses.

Other Useful Information

1. Finance Requisition — To request a check for payment of an authorized invoice or expenditure,

leaders must provide the original invoice or receipt to the their Staff Pastor/Director. If budgeted
and/or approved, the Staff Pastor or Administrative Assistant will complete the financial

requisition and forward it to the Finance Director for processing approval. ALL REQUESTS FOR

FINANCES MUST BE SUBMITTED THROUGH YOUR STAFF PASTOR FOR BUDGET REVIEW AND

APPROVAL. The Director of Administration will make the final decision for authorization of

payment based on the Finance Director’s recommendation. Keep in mind, Concord Church
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operates on a cash flow system. This means that payment for budgeted items may be delayed. In
the event that a budgeted request over $1000.00 is not available by the date funds are needed, you
will be notified at least one week in advance. FOR FINANCIAL REQUESTS OF $1000.00 OR
MORE, ADVANCE NOTICE OF AT LEAST 30 BUSINESS DAYS AND BUDGET CONFIRMATION IS
REQUIRED. FOR ANY EVENT OR MINISTRY NEED REQUIRING LESS THAN $1000.00, ADVANCE
NOTICE OF AT LEAST 10 BUSINESS DAYS IS REQUIRED. UNDER NO CIRCUMSTANCES IS

ANYONE AUTHORIZED TO FINANCIALLY OBLIGATE CONCORD CHURCH WITHOUT PROPER

APPROVAL. NO REFUNDS WILL BE GIVEN FOR UNAPPROVED EXPENSES.

Building Use Package of Forms — These forms are used to secure Concord Church large room

facilities (Fellowship Hall, Chapel, Oasis Worship Center & Sanctuary) for non-ministry related
events such as graduations, family reunions, concerts, community events, etc. There are member
and non-member usage fees. The Building Use Application gathers general information about the
event. The Building Use Policy outlines Concord Church’s limitations as a non-profit entity and
other restrictions. The Building Use Agreement provides the terms of agreement which include
scheduling, cancellations, violations, damage, loss, liability and other provisions designed to

protect the church assets.

Funeral/Bereavement (Pastoral Care) — Pastoral Care and Prayer guidelines are included for

your reference. This document includes guidelines on who should be notified regarding member
ilness, hospitalization, family death or prayer requests. The Pastoral Care & Prayer direct
phone number is 214 751-3932, ext. 2.
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Concord Church Room Request Form & Event Checklist

Today’s Date:

Event Name:

Actual Event Time:
Begins am__ pm__
Ends am__ pm__

Set-Up Time (if needed):
Begins am__ pm__
Ends am__ pm

Room Set-up (see other side for set-up styles)
Set-Up Letter

# Round Tables
# Long Tables
# Chairs
Podium
Easel(s)
Extension cord
Other (list below)

Requestor:
E-mail:
Phone:
Approved:

Staff Pastor/Director
Other Instructions:

Ministry

Event Date:

# of People Expected:

Event location(s) :
No Preference/Any Room available
or list 1% and 2" choice below:

AV needed? Yes _ No
# Microphones
CD player (play music)
DVD player (play video)
LCD Projector

(You provide own laptop)
CD/DVD/Projector subject to availability)

(Major Events Only):
Childcare Needed? Yes _ No

Yes__ No__
Yes  No __

Security Needed?
Kitchen Needed?

EXPECT A RESPONSE WITHIN 4 BUSINESS DAYS! CHURCHWIDE EVENTS ARE GIVEN PRIORITY.

Event Checklist

e Financial Request for event expenses

Follow your Ministry Guidelines. Provide supporting documentation.
(Receipts/Invoices, Completed W-9, Gift Card request, etc.)

e Announcement Request — Bulletin or Screen
(Due by 15" of each month before upcoming month ex; Announcements f or July due June 15th)

e Creative Services Request Marketing/Design/Event Promotion
(Due 30-90 days before event; see appropriate request form for details)
Video/Video Editing (Complete Multimedia request)
Promotional material (Complete Marketing/Creative Services Request)

ALL REQUESTS MUST BE APPROVED BY YOUR STAFF PASTOR/DIRECTOR



Concord Church
Room Requisition Form Instructions

Purpose:
e Thisis a two-sided form that is used to request any room on the church campus, including the kitchen, the
church grounds and the softball field.

e Provides users with an Event Checklist to aide in ensuring that all areas of your event are addressed.

Types of Room /Facility Request

Type of Request Target Area Deadline to Submit Request
Small Classrooms Classroom Areas (3) Days

Large Event Rooms Chapel, F Hall, Sanctuary, Oasis (10) Days

Outdoor Areas Softball Field, Church Grounds (10) Days

Room Requisition Requirements:
e Room requisitions must be submitted to your Ministry Pastor or Ministry Director for approval.
e Specific room requests are subject to availability.
e The common room set-ups are on the back of the form. If you prefer a different set-up, provide a

diagram.

Procedures:
e Complete room requisition form, including set up on the back of form and submit to your Staff Pastor or
Ministry Director for approval.
0 Approved requisition form is forwarded to their Administrative Assistant.
0 Unapproved requisition form will be forwarded back to you.
e Forms forwarded to their Administrative Assistant are reviewed to determine if room is available.
o Ifavailable the Admin Asst., inputs request in system and informs you of approval.
0 No availability, then form is forwarded back to you.
« Administrative Assistant attends weekly Facility team meeting to verify room requisition and set up
specifications with Facility team.

e Ifyou eventis canceled please inform appropriate Administrative Assistant to remove it from Events -U.
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Special Events

» Special Events require additional and special attention. These special needs may require addition
planning time, staff, and or equipment and addition setup and strike time. Staff
Pastors/Directors please notify the facility department in (30 -60 days) in advance via email, to be
a part of the planning meetings to ensure that your needs are clearly communicated and to
ensure we provide you with excellent facility support. Changes to the event must be
communicated in writing. Any additional equipment or labor required to support the event
must be pre-approved by Staff Pastor or Director and will be charged to the ministry hosting
the event.

Event Clean-Up Procedures

e Each ministry is responsible for cleaning up a room or area after hosting an event in that area.
Not only does this show respect for others who must use area after you but it reduces undue
cost incurred by the church. This clean-up includes the following:

(0}

(0]
(0]
o
(0}

Placing all trash in trash receptacles.

Removing all tablecloths from tables.

Removal of banners, posters, decorations, etc. from the walls.

If kitchen area is used it must be cleaned entirely and returned to status prior to usage.

If popcorn machine is used it must be thoroughly cleaned and returned to status prior to
usage.

Note: If Concord Church has to incur additional cost from janitorial contractor, to clean-up after a ministry

event, the related cost incurred will be billed back to the sponsoring ministry department. Ministry

departments who fail to clean-up popcorn machine after usage will be billed a $100.00 cleaning fee.
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Security
e Concord Church offers two (2) types of security coverage for ministry events.
0 In-House Security — This is a volunteer-based security service available through Concord Church’s
Security Ministry. Although their services are generally free, if the event is a paid outside event
the hourly rate is $10 per hour /per person.
o Dallas Police Officers — These are paid security service provided by armed Dallas Police Offers.
The rate for Dallas Police Officers is $35.00 per hour (with a 4 hour minimum). (Ex: 1 officer @
4hrs=$140.)
0 Request for security coverage for any ministry event, must be submitted (2) weeks in advance.
Please include details for security request on room request form or attach it to request. The
security details must include the following:
A Overview of your ministry event and nature of security needs
A The number of volunteers/officers requested
A The arrival and departure time for volunteers/officers requested
A Special instructions for volunteers/officers
Service Delivery
« On the day of event your room will be set up as requested per approved instructions.
< If you arrive and your room is not set up as requested, immediately contact facility team member onsite,
who will in turn contact Bro. John Compton our Facility Director. Also notify your Staff Pastor or Ministry

Director, so they can follow up with Director of Administration.

Note: Our facility team is not responsible for room requisitions that are not in the Events—U room

management system and/or on their work schedules.
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Multimedia Requisition Forms Instructions

Purpose:

To provide information on the types of support services available through our Multimedia
Department and outline procedures to request Audio/Visual (AV) support for your ministry

events.

Types of Multimedia Services
e Room Audio Support (Microphone and/or CD player)
e Room Video Support (Projector and/or DVD player)
e Video Recording (commercials, video clips, etc)

e Video Editing

e Live Production/Special Events

e Event Recording

Type of Request Request Form Deadline to Submit Where to Submit

Room Audio Support | Room Request Form 3-10 days Staff Pastor/Director
(See form for details)

Room Video Support | Room Request Form 3-10 days Staff Pastor/Director

(See form for details)

Commercials or
Video Editing

Announcement
Request Form

(15™ of month the
prior to run date

Staff Pastor/Director
submits to Marketing

Live Productions &

Email Planning

(90) days in advance

Cassandra Mathis

Special Events Meeting Request Kedric Walls
Event Recording Email Planning (90) days in advance | Cassandra Mathis
(Church wide events only) | Meeting Request Kedric Walls

Procedures:

e All requests for (AV) support services must be submitted on appropriate requisition

form within designated deadlines as outlined above.
e All events must be scheduled via the approved church calendar scheduling process.
e Events-U procedures are done thru the administrative assistant assigned to your

ministry.

e All request for resources will receive a response within (3) business days of receipt. All
approval / disapproval will be sent back thru the Staff Pastor or Ministry Director to
forward to the ministry volunteers.

Room Audio/Video Support
e Obtain room requisition form.
e Complete Audio/Visual needs section of room requisition form.
= Follow procedures for submitting room requisition form.

Contact Multimedia department prior to completing form if you have questions or need
help in completing form.
Multimedia ministry does not provide computers for any events.

Note: Due to limited quantity and availability Projectors and microphones are provided on a



